TRACS Internet User Guide

Chapter 9: Certification Query

Certification
Query

The Certification Query application was
developed to allow the Field Office
TRACS user faster access to tenant
certification information. This
information enables the HUD user to
respond to and resolve owner/agent
inquiries and perform routine
Certification searches more quickly and
easily.

With the implementation of the Internet
applications, owners and management
agents are able to access their own data
at any time. Previously displayed as the
Project/Contract Query link on the
TRACS main menu, this link now
displays as the Certification Query link.
Owner and management agents may
query for a certification list by contract
or project and sort it by unit or name.
Certifications are retrieved and displayed
in groups of twenty-five certifications.
The certifications displayed are limited
to the most current, and all future
certifications. After June 1, 2000, a user
may select the Download option from
the query window to download the
gueried datainto an ASCI| file for
reporting purposes. Certification Query
can be selected from the TRACS Main
Menu.

Objectives

By the end of this chapter, you will be

ableto:

» Access tenant certification
information

* Query acertification list by contract
or project

» Sort by unit or name

* View query data from browser

» Download and print a Certification
Report

Fromthe TRACS Certification Query
screen, click on the TRACS Menu link
in the blue side bar to return to the
TRACS Main Menu.

Fromthe TRACS Certification Query

screen, the @ displays directly above
the User Guide link as a visual to direct
usersto the user guide for assistance in
using this application.
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9.1 To access the Certification Query Screen:

Fromthe TRACS Main Menu, click on the Certification Query link, and the
TRACS Certification Query screen (Figure 1) displays.

TRACS
Certification Query

1 activelcurment cenification per housshald within the past 15 months

Tenant SSN:

SORTOY: & Unt © Mame
REPORT BY: & Drowser ¢ Dawnload
Subma Reﬂ!l
BN BN BN BN BN BN BN BN B BN Bm .
A
"
¥ Iarl:-.'dl

Figure 1. TRACS Certification Query Screen

A Contract Number or Project Number is used to initiate the query, and displays in the
form of adrop-down list. Users can only select one Contract Number or Project
Number based on property assigned to the user I1D.

+  Contract Number is the eleven-character number assigned to HAP, PAC, or
PRAC contracts. These are the rental assistance agreements associated with
Section 8, Section 202/162, Section 202 Capital Advance, and Section 811
Capital Advance.

« Project Number isthe eight-character project number assigned to the subsidy type.

« The Sort By selection defaults to the Unit radio button, in which the results will
be listed in Unit number order. Select the Name radio button to have the results
listed by tenant last name in alphabetical order.

« The Report By selection defaults to the Browser radio button, in which the
results will display by the Web browser. Select the Download option to have the
results downloaded into an ASCII file.

9.2 To report a TRACS Certification Query by
Browser

1. Fromthe TRACS Certification Query screen, select either Contract Number,
Project Number, or SSN in the appropriate field.

2. Select desired Sort By option.
3. Select Report By: Browser option.
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4. Click on M and the User Login screen (Figure 2) displays.

Uszermname and Password Required |

Enter usernane for Enterprize Server at
hudappz hud gow:

=er Mame:; I

Fassword; I

O, Cancel

Figure 2. User Login Screen

5. Enter your User ID (User Name) and Password where indicated.

# Note: The User ID must be entered all in uppercase format and the password is case-
sensitive. The User 1D will be your M-ID.

Click on , and the TRACS Certification screen (Figure 3) displays.

U.S. Department of Housing and Urban Development
TRACS Certification List

ContractU/Project Number: AZ1GROM000] Sorted By: Ut
Active Tenant Count/Tnits: 377 (T1%0)
Select a Tenart Name ta view additional certification details

Action  TRACS

Unit Effective Cert Action Anmmal Adjusted

Tetionit Fymis oy Number Date Type Code Fhﬁw‘ Frocess || AE. 1-TE Income Income
X ate Date

HARTWFLLC L 8 539001020 A /L2004 MY TM 0 2/02004  3/5/2004 B31568 89520 $5888T HBBEET
HARTWELLC. L 5 539001021 B 1172004 |*NI* 272572004 [$31568 89320 $88887  $88ER7
HARTWELLC.L 8. 532001023 D L/1/2004 *WI* /252004 B31568 89320 $35857 BERIST
HARTWELL L S $3%001005 2 112003 | MI 2/2572004 $31568 $9320 $38887  $8RSET
SMITH. 5. 354333922 4540 7/152003 | AR | TM- 12/3172003 2725720040 K100 $50 $0 50
HARTWELL, L. 8 $3%2001016 5 112003 np 22572004 $31368/89320 $B888T $S8887
HARTWELL. L 8 532001017 91 1/1/2004 *MI* | GR @ /12004 3/2/2004 $34 89320 $88887 $BEEST

Interpreting and printing this page

[ FRETURNTOOUERY |

Gross Assist" Pr:]:“ Subsidy llém'mus RI:ext Bedroom I?nv::.-‘ Move In
Rent ", . ° [Coniract | Type Nl:z:b:it D::e“ Count H"m:;,l Date <4— (Continued)
Numbher
fpaosez| # |prasasta 1 | 2| o |6/2/2001
[panzsz| # |pramasg 1 || [t o | 61202001
[panzez| # oozt 1 [tnmoos [ o [6r2r2001
[panzss | # 1 12004 [ 0 [642/2001
[ g0 # 1 74| 3 0 |[7r150003
[panzsz| & || | [1nm004 [ 0 [ 622001
| $e00| # | [ [tamons| o | 61202001

Figure 3. TRACS Certification List screen
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# Note: Any vouchers marked T53 status and placed in Pre-Payment Decision (PPD)
for payment suspension has the current compliance percentage re-calculated daily. As
tenant certifications are updated daily and compared to the Compliance standard
percent set by Housing, if the recalculated percent is equal to or greater than the
compliance standard percent set by Housing, then those vouchers are automatically
approved and released from PPD for payment. The current counts/ratio of tenant
certifications to units—as defined for the ratio and current compliance percent for the
contract—is recalculated daily and displayed in the header of the TRACS Voucher
Query screen and the TRACS Certification Query screen.

The initial response screen—shown in Figure 3—from the query is intended to answer
some of the more immediate certification questions the user may have for a specific
Project or Contract. Further explanations of the data displayed on this screen can be
obtained by clicking on the TRACS Certification screen Interpreting and Printing this
page link, located in the bottom left corner of the TRACS Certification screen.

The TRACS Certification screen requires the Contract/Project Number. From that, the
following information is displayed:

+ Tenant Name
+ SSN

«  Unit Number
+ Effective Date
« Cert Type

25 Note: Asterisks (ex: * AR*) on either side of the Certification Type code
indicate a discrepancy on that certification. If certification typeisin bold, it
denotes a future certification.

» Action Code

» Action Effect Date

«  TRACS Process Date

- AP

« TTP

« Annual Income

+ Adjusted Income

+ Gross Rent

+ Assist Status Code

+ Project or Contract Number
« Subsidy Type

»  Previous Contract Number
« Next Recert Date
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+ Bedroom Count
» Over/Under Housed
« MovelnDate

&5 Note: Definitions for all Certification Types, Action Codes, Assistance Status Codes,
and Subsidy Type Codes are provided in Appendix C of this document.

6. Click on , and the TRACS Certification Discrepancies screen (Figure 4)
displays.

U.5. Department of Housing and Urban Development
TRACS Certification Discrepancies
Head Tenart Mame: BROWIN, T, K. Certification Effective Date: §/3/2001
Head Tenarit SSN: BBE123213
T—— F—— | Rssammendation |;;fm e Jomen e
| CEXa [EFFECTWE DATE PRECED ES WOWE- W DATE [VERIFY EFFECTIVE DATEAND MOVE-IN DATE REPORTED; REVISE OHE OR BATH | Y
[ CEZS [ WWALID ASSIST.STATUS CODE.'c . FOR WOUEN DATEQR FAMIC COMPOSITION [SUBMIT CORRECTION WiCONSISTENT ASSIST. STATUS. ELKGIBILITY & WOUE-IH DATE | | | |
I [TE] [TRACS CALEULATED HUMEBER OF DEPEWDENTS DIFFERS FRoM REPORTED VALUE [RECALCULATE #OF DEPEHDENTS BASED O RELATIGNSH B AGEAND SPECKLETATUS, | 1 | | |
RED [TRACE CALE TOTAL CASH WALUE OF ASSETS DIFFERS FROM REFORTED WALUE [VERIFY A LU ES SUBMITTED: RECALC ULATE TOTAL CASH WALUEQF ASSETS [0 [ [ e 7
[ I [TRACE CALCULATED MPUTED MCOME FROM ASSETS DIFFERS FROM REPORTED WALUE  [VERIFY PASSECCK RATE: RECALCULATE MPUTED HCOME FROM ASSETS v [ = o
[ T [TRACS CALCULATE TOTAL BETUAL VEARLY INCOME FROM ASSETS 0IFFERS FROW REPORTED [VERIFY WALUES SUBMITTED: RECALC U LATETOTAL ACTUALYERRLY MCOME FROM ASSETS | 1 | | 18] @
[ e [TRACS CALCULATED TOTAL FUBLK ASSETANCE MCOME DIFFERS FROW REPORTED WALUE |VERIFY WALUES SUBMITTED: RECALC I LATE TOTAL PUBLIC ASSISTANCE IWCOWE I )
[ Tol [TRACS CALCULNTED TOTALOTHER INCOME DIFFERS FACM REFORTED VALUE [VER PV A LUES SUBMITTED: RECALC U LATE TOTAL CTHER MCGYE T+ [ = o
[ [TRACS CALC INCOME FROM AL SOURK ES EXCEPT ASSETS DIFFERS FROM REPORTED [VER IV ¥ LUES SUBMITTED: RECALC ULATE INCOME FROM ALLSOURCES EXCEPTASSETS | 1 | | 71| &&=
[ TeE| [TRACS CALE TOTAL SOCINL SEC URTHPENSION IMCOWE DIFFERS FROW REPORTED WALUE  |VERIFY VALUES SUBMITTED: RECALC I LATE TOTAL SOC 1AL SEC LR THRENSION ME T+ [ == o
[ anl [TRACS CALZULKTED ANNLAL NEOME DIFFERS FROM REPORTED VALUE [RECALCULATE WEMBER INCOMES, INCOME FROM ASSETS. AND ANHUAL INCOME [ [ [ =] s
[ Tl [TRACS CALE TOTAL EUFLOTMENT OR BUSINESS NCOWE DIFFERS FROW REFORTED VALUED [VERIFY WALUES SUBMITTED: RECALC ULATETOTAL EMPLOYMENT OR BUSINESS WCoME | 1 | | sa=| 6
[ [ [TRACS CALZULATED ALLCWYANCE FROM DEPENDENTS DIFFERS FROM REFORTED WALUE  [VERIFY NUMBER OF DEPENDENTS: RECALCULATE TOTAL ALLOWVANCE FOR DEPENDENTS | 1 | | |  am
[ cEmo [EHILD CARE EXFENSE CLAMED BUT HO CHILORER UNDER 1M AOUSERCLD [VERIFV AGE OF CHILDIREM): RECALC ULATE CHILD CARE EXPEHSE [ [ [ e e
[ Fal [TRACS CALZULKTED 3% OF AHNUAL INCOME DIFFERS FROM REPORTED UALLE [RECALCULATE ANHUAL INCOME AHD 5.OF AHHUAL INCOME v [ [ & =
[ ame [TRACS CALTULKTED ALLCWYANCE FOR MED AL EXPENSES DIFFERS FROM REPORTED VALUE [VERIFY HEADISPOUSEADULT CO-TENANT WTH &M SPEC STATUS CODE:RECMCULTE. | 1 | | @] @
[ T [TRACS CALFULATED TOTAL ALCKYANCE DIFFERSS FROM REPORTED WALIE [VERIFY AL LAWY ANC B3, CARE CODES AHDOR SPEC WL STATUSCODES: RECMCULTE | 1 | | %8|
[ anl [TRACS CALFULATED #BJ USTED MCOWE DIFFERS FROM REPORTED WALIE [VERIFY CAREISPEC STATUS CODES: RECACULATE TOTALALLCKVANCE & AHHUALINCOME | 1 | | 1zam|  aam
[ [ [TRACS CALEULKTED ASSISTANCE PAYWMENT DIFFERS FAOM REPORTED UALUE [RECALCULATE GROSS RENT. TP AND ASSISTANCE PAYMENT [ [ [ of =
[ eEmS [ WuALD RELATIONSHIPCODE FOR WEMBER ELGIBILITY CODE' " [SUBMIT A.CORRECTIOH WiTH WALID ELGIBILTY & RELATIONSH FCODECOMBINATON | 1 | o | |
[ Temw [HCORRECT PREVISUS HOUSIHG CODE SUBMITTED FOR MOVE-IM [SUBMIT CORRECT PREVIOUS HOUSING CODE (1.2.2.0R 4] | | | |
[ WFL [TRACS CALEULKTE ¥ &F FOSTER CHILDREAWE-INS DIFFERS FROM REPORTED VALUE [RECALCULATE TOTAL NUMBER OF WEMBERS LSTED WiTH RELATONSHIPCODEDF LORE | 2 | | |
[ cEM  [WCORRECT HEXT RECERTIFICATION DATE REFGRTED [NEXT RECERT DATE 18 EFF DATE+1 VEAR UNLESS ALTERATIE APPROVED BY HUD | | |
[ cEM0  [MOUSEMOLD ARPEARS CWERMOUSED [COMPARE#OF BEDROOMSTO N OF HOUSEHOLD MEWBERS. AGES AND REATINSARS | & | | |
Prirting this page
BETURH TOGUERY

Figure 4. TRACS Certification Discrepancies listed by Contract/Project Number Screen

The following screen (Figure 5) displays the TRACS Certification List screen queried by
Tenant SSN.
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U.5. Department of Housing and Urban Development
TRACS Certification Discrepancies
Head Tenant Name: BROWN, T. K. Certification Effective Date: 5/2/2001
Head Tenant S5N: BO6123213

Diserepany Gode ! i Resemmendation 1;.’::',"“ |:x:: Roponad) Gk
[ cewa [EFFECTIVE DATE PRECEDES WOVE M DATE [WERIFY EFFECTIVE DATE fiHD MOWE-IN DATE REFGRTED: REVISE OHEGR BOTH = —
[ e [HUALID RSSIET. STATUS CODE. . FOR WOWE: H DATE OF FAMILY COMPOSITION [SUBMIT CORRECTION W/CCHSIETENT ASSIET, STATUS, ELKGIBILITY & WOVE- I DATE = I
[ HDE [TRACS CALCULATED HUMBER OF DEPEHDENTS DIFFERS FROM REPORTED WALLE [RECALCULATE ¥ OF DEPENDENTS BUSED O RELATIONSHIR. AGEAND SPECLSTATUS. | 1 | | |
[ 7o [TRACS CALC TOTAL CAf5H WALLE OF SSSETS DIFFERS FROM REPORTED WALLE [WER P v UES SUBMITTED: RECALCULATE TOTAL CASH VALUE OF ASSETS [ [ [ e T
[ [ [TRACS CALCULATED IMPUTED IMCOME FROM ASSETS DIFFERS FROM REPOATED WALUE [WER 1PV PASEBO0K AATE: RECALCULATE IMPUTED HCOME PROM ASSETS [+ [ [ == o
[ e [TRACS CALCULATE TOTALACTUAL YERRLY IMCOME FROM ASSETS DIFFERS FROM REPDRTED [WERIFY WALUES SUBMITTED: RECALCULATE TOTALACTUALVERRLY NCOME FROMASSETS | 1 | | | @
[ Teul [TRACS CALCULATED TOTAL PUBLIC ASSIETANC E INCOWE DIFFERS FROM REPORTED VALUE  [WER IFY VALUIES SUBMITTED: RECALCULATE TOTAL PUBLIC SSSETANCE MCOWE [ [ [ m[ as=
[ Tol [TRACS CALCULATED TOTALOTHER MCOME DIFFERS FROM AEPORTED WALUE [WERIF¥ VL UES SUBMITTED: AECALCULATE TOTALOTHER MCOME | | =] 0
[ THAI [TRACS CALE INCOME FROM ALLSOURC ES EXC EPT ASSETS 0IFFERS FROM REPGRTED [WERIFY WALUES SUBMITTED: RECALCULATE INCOME FROM ALLSOURCES EXCEPTASSETS | 1 | | 71|  asm
[ e [TRACE EALC TOTALSOCIAL SECURTV/PENSION INCOME DIFFERS FROM AEPORTED VALUE | WERIFY WALUES SUBMITTED: RECALCULATE TOTAL S0C L SEC URITYPENSIOH HC [+ [ [ = o
[ [TRACS CALC ULATED ANNUAL IHCOME DIFFERS FROM REFORTED VALUE [RECALC ULATE MEMBER MCOMES. IWCOME FROM ASSETS. AND AHH UAL INCOME [ [ m[ am
[ | [TRACS CALC TOTAL EMPLOYMENT OR BUSINESS INCOMWE DIFFERS FROM REPORTED VALUED [¥ERIFY WALUES SUBMITTED: RECALCULATE TOTAL EMPLOYMENT OR BUSHESSMCOME | 1 | |  &8m 0
[ Wb [TRAESEAEUTED ALORANEE FROW DERENDENTS DIFFERS FRoM REFBATEDVALUE  [VERIY WUVIBER &F DEFEHD ENTS. RESAC ULTE TOTALALCWONEE ToR BEPEioEns | 1 | | a8 @
[ [EHILD CARE EXPENSE CLAMED BUT HO CHILD R EH UNDER 131H HOUSEHOLD. [WERIFV HEE SF CHILDREN): RECALCULATE & HILD CARE EXPENSE [ [ [ ass[ ae
[ | e bioTio it N RCORE DR e RS RO NEsee eI e RANLA b SUERA e AT AL IEOE = = =
[ e [TRAZS £ALC U LITED ALLOWANEE FOR MEDIEAL EXPENSES DIFFERS FROW REFORTED WALUE |VERIY HEADSPOUSEADULT CO-TENANT WITH EM SPEC STATUSCODE-RECALEULTE. | 1 | | @] 0
[ ™ [TRAZS EALL U LATED TOTALALLCWVANCE DIFFERS FROM REFORTED VALUE [WERIFY ALLALLOWANEES. CARE CODES ANDOR SFECILSTATUSCODES: RECACULTE | 1 | | 98|  a®
[ e [TRAZS £ALL U LATED ADJUSTED MEOME DIFFERS FROM REFORTED VALUE [WERIFY CARESPEE STATUS CODES: RECALEUATETOTALALLOWAREESANHUALNEOME | 1 | | taam|  aew
[ e [TRACS CALC U LATED ASSISTANCE FAYM ENT DIFFERS FROM REFORTED VALUE [RECALC UILKTE GROSS RENT. TTP. AR D ASSISTANCE PAYWENT [+ [ [ o] -tam
[ CEmS WD RECTISHSHIP CODE FOR WEMBER ELGIBILTY CODE' I [SUBMIT A CORRECTION W TH WALID ELKSIBILITY & RELATOHSHPCODECOMBRATION | 1 | o1 |

[ ceom [HCORRECT PREVIGUS HOUSING CODE SUBMITTED FOR MOWE- M [SUBMIT CORRECT PREVIOUS HOUSING CODE(1. 2.3 OF ) =1
[ WL [TRACS CALCULATE ¥ OF FOSTER CHILDRENAIVE NS DIFFERS FROM REPORTED WALUE [RECALCULATE TOTAL HUMEER OF MEMEERS LETED WITH REATIONSHIFCODEDF LoRF | 2 | | |
[ e [MCORRECT HENT RECERTIFIZATION DATE RERGRTED [WEXT RECERT DATE 15 EFF DATES 1 YEAR UM LESS ALTERHATIVE APPRONED BY HUD =
[ e [HOUSEHOLD APPEARS GYERHOUSED |COMBARE ¥ OF BEDRCOMSTO ¥ OF HOUSEHOLD MEWBERS. AGES. AND REWTIONSMIES | = | | |

Printing this page
AETURH TOGUERY

Figure 5. TRACS Certification Discrepancies listed by Tenant SSN Screen

If necessary, use the scroll bar on the far right of the screen to scroll down to view the
certification information for that Project/Contract. Datais displayed horizontally across
the screen.

The top section of the TRACS Certification Discrepancies screen displaysthe
Project/Contract Number, and how the query is sorted.
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TRACS

Certification Query Instructions

Printing the list of records

1. Click the File menu option at the top of your screen;

2. Clck Page Setup from the drop down menu and a dialog box is displayed. Set all
four margins te U nches. FDocument Title and Document Location are displayed
n the Header box, chck them both off

3 Youmay need to decrease the font size to print all the records m the list on one
page. If using Metscape Communicator, select Edit formn the mam menu. Click on
Preferences. Under Appearance, chck on Fonts and decrease the font size for the
variable width font by one (e.g. from 12 to 113

4. Chel Prig from the drop down menu and the Prnt dialog box 1s displayed.

5. Choose Properties. Setthe Paper Size to Legal (8.5 by 14 miches) and set the
Orientation to Landscape

6. Chcle Ok from the Print dialog box to print the list of certifications

Interpreting the TRACS Certification List Window

The TRACS Certification List window 15 displayed for the queried project/contract. The
window lists for each household all fiuture certifications plus the most current certification
which has the most recent effective date within the last 15 months. Any certification which
hiaz an effective date sarlier than 15 morths ago from today's date iz not displayed.

Inthe displayed Lst of certifications, any efective date in italicized bald is a foture date;
and any Certification Type between two asterisks (* *) indicates that the certification has
at least one discrepancy.

Clicking any certification in the list will display the Certification Dietail Options window
where you can gain addittonal mformation about the selected record, e.g. alist of
discrepancies agaist the certification

The displayed Action Codes are:

* CT = Correction

* MO =MNMoveout

* TII = Termination

* GR = Gross Rent

o UT = Ut Transfer

* CC = Combined Contract

If queried by Contract and a project munber exists for the certification, the project
number is displayed in the Project or Contract Number colutnn. If queried by Project
and a contract number exsts for the certfication, the contract number s displayed m the
column.

Figure 6. Certification Query Instructions (1 of 3)
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Interpreting the TRACS Certification History List Window

The TRACS Certification History List window is displayed for the Tenant Hame selected
from the Certification List window, The window lists all available certifications for the
selected household sorted by effective date, with the mast recent displayed first.

Selecting a Head Tenant Iame will display the TRACS Certification History Detail
Options windeow.

The displayed Action Codes are:

o CT = Correction

s MO = Moveout

» Th = Termunation

» (GF.= Gross Rent

® UT = Ut Transfer

* CC = Combined Contract

The displayed Assistance Status Codes are:

o I = Subsidy Tvpe is not subject to the Non-Citizen Rule. )

* F=TFul Aszstance while the verffication of eligibility 1z pending, A family 13 in this
statug if any member is awaiting verification of elizibility. '

* E= All members of the family are eligible under the Non-Citizen Rule. The family
receives fill assistanice.

o 0= Continued Assistance. The mized family, resident onfbefore Tune 19,1995,
cqualifies for contination of full assistance under the Mon-Citizen Rule.

¢ P =TProrated Assistance. The family qualifies for and recerves Prorated Assistance
under the Ion-Citizen Eule.

o T =Temporary Deferral of Termination. The family 1s not eligible for assistance
under the MNon-Citizen Fule, or the family qualifies for Prorated &ssistance and
elects Temporary Deferral of Termination status.

Interpreting the TRACS Certification Member List Window

The TRACSE Certification Member List window 15 displayed when the Certification
Member List option is selected from the TRACS Certification History Detail Options
window. The windeow lists all household member information for the select Head Tenant,
with the Head of the Household displayed first.

The displayed Relationship Codes are:

o D =Dependent

» F=TFoster child(ren)

* H=Head of household

o K = Co-head ofhouzehold

* L = Others living in the unit who are not members of the family

* O = Other adult family member whose mcome i5 counted as antal incotne
o Z=Zpouse

Figure 7. Certification Query Instructions (2 of 3)
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The displayed Member Eligibility Codes are:

* EC =Member 15 an Eligible Citizen

* EN = Member is an Eligible Mon-Citizen

» IC =TIneligible Child of a Head of Household or Spouse

» IN =DIMember is an Ineligible Mon-Citizen

* TP =TIneligible Parent of a Head of Household or Spouse

* DV =NMember's eligibility status 15 Pending Venfication

* J0{ = Persons who are not counted under the Wen-Citizen Rule (foster children; hive-m attendants, persons
with a relationship code of "I™)

The displayed Special Status Codes are:

» E=Elderly Head, Co-head, or Spouse (at least 62 on certification effective date)
* 3 =TFull-time student 18 or older

* H=Handicapped/Disabled family member.

+ J=Dependent whose custedy is jomtly shared by more that one family

A

Figure 8. Certification Query Instructions (3 of 3)

9.3 To generate Certification Query Detail Options:

1. Fromthe TRACS Certification List screen, click onthe Tenant Name link for
the certification for which you want more information, and the TRACS
Certification Detail Options screen (Figure 9) displays.

TRACS

Certification Detail Options

Head Temart S5N: 686123213
Head Terant Marme: BROWIN, T. K.
Effactive Date: 572/2001

AEruRK TeoueRy. |
=1 & )
HUTHol Back to Top
Send hail Hame

Ll Modified: 10R1S2001

Figure 9. TRACS Certification Detail Options Screen

2. Click on the Certification Discrepancies link to retrieve a table of discrepancies
for that certification (Figure 10).

Remember, only the certifications with asterisks in the Certification Type
column have discrepancies.
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U.S. Department of Housing and Urban Development
TRACS Certification Discrepancies

Head Tenant Name: TENANTI, T A Certification Effective Date: 1/1/2001
Head Tenant S§N: 111111111 Project/Contract Number: 33335555
from— - : [[achen_enber
ol Desaiption | Recommendadion. Iepuizea !mm;
| come |INTERD EFFECTIVE DATE IS AFTER HEMT ANNUAL RECERTIFICATION DATE [VERIFY AND CORRECT EFFEC TIVE DATE AND/OR NEMT RECERTIFICATION DATE |
| eEow |EOUSEHOLD APFEARS OVERHOUSED |cOMPARE # OF BEDROOMS T0 # OF HOUSEHOLD MEMEERS, AGES, AND FELATIONSEDRS | & |
[ s |$34 VERIFIED $3/851 ICOME; HAS DIFFERENT SSH FOR FERSON [FESUBMIT WITH VALD s510 | s || a2
| 83011 |85 VERIFIED 85/831 MCOME; HAS DIFFEREHT S3H FOR. PERSON |R.ESU'EWT WITH VALID 85H 3 [ 0
Printing this page
RETURN TO QUERY

Figure 10. TRACS Certification Discrepancies Screen

25 Note: Action Required codes are explained in Appendix C of the Industry
User Guide for TRACS Internet Applications.

3. Click on the Printing this Page link to display a Help screen on how to modify
your PC settings to print the screen successfully.

4. Click the browser’s Back button to return to the TRACS Certification
Discrepancies screen.

5. Click the browser’ s Back button to return to the TRACS Certification Detail
Options screen

6. Click on the Certification Benefit History link on the TRACS Certification
Detail Options screen to request a Certification Benefit History report, and the
TRACS Tenant Certification Benefit History Request screen (Figure 11)

displays.
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U.S. Departuient of Housing and Urban Development
TRACS Tenant Certification Benefit History Request

Belecting "Comtinue' on this screen will request a Benefit History for this centification
Do youwish to continue and add this tenant to the request Bst?

Contract/Project Nuwmber: TESTRIO00001 Effective Date: 5/5/2001
Head Tenant Name: TEHANTL, T Head Temant S5I; 111111111
CONTINUE CANCEL

Figure 11. TRACS Certification Benefit History Request Screen

7. Click on _SONTINUE | to submit the Benefit History Request, and the TRACS
Tenant Certification Benefit History Request--Request Accepted screen
(Figure 12) displays.

LS. Department of Housing and Urban Development
TRACS Tenant Certification Benefit History Reguest

Request accepted
& Benefit History has been requested for this certification.

ContractProject Number: TEZTIOO0001 Effective Date: 5/9/2001
Head Tenant Name: TENANTI, T Head Tenant 38N: 111111111

RETURN TO-QUERY |

[ nerafion Stafus: O Applicafion Status: fevs record creafed )

Figure 12. TRACS Certification Benefit History Request-Request Accepted Screen

OR

If history has already been requested for this certification, the TRACS Tenant
Certification Benefit History Request--Request Denied screen (Figure 13)

displays.
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U.S. Department of Housing and Urban Development
TRACS Tenant Certification Benefit History Request

Request denied
& Certification Benefit History has alteady been requested for this certification.

Contract/Project Number: TESTMO00001 Effective Date: 5/9/2001
Head Tenant MName: TENANTL T. Head Tenant S5N: 111111111

RETURN T QUERY |

perafion Stafus: 0 Anplicafion Sfafus: fevs record exists )

Figure 13. TRACS Certification Benefit History Request-Request Denied Screen

25 Note: Thesereportsare run on a monthly basis by the TASS team at
REAC. When the reports are run, your requested report will be sent
to your TRACS mailbox.

8. Click the browser’s Back button to return to the TRACS Certification Benefit
History Request screen.

9. Click the browser’s Back button again to return to the TRACS Certification
Detail Options screen.

10. Click on the Certification History link on the TRACS Certification Detail
Options screen, and the TRACS Certification History List screen (Figure 14)
displays.

U.8. Department of Houstng and Urban Development
TRACS Certification History List

Head Tenani Name: TENANTL J A, Project/Coniract Number: 55555555
Head Tenamt §5N: 111111111 Sorted By: Effective Date

Select a Head Tenant Name fo view additional ceriification details.

Effeciive | Seq

Head

Addion

Had | Unit Cart | Action TRaCS | 4P [TTP [anmual [Adjusted [Gross [assist | Projet | subsidy [Previews [Net  [Betmn [ovar [Meveln
Tenant SSN [Mumber | Daie |Mum |Type |Code |Effective | Process |Itome | Bcome | Rent |Stous | Contrad |Type | Conitact Recet  [Count |Under (Date
Hame | Date Date Code | HFumbe Wumber | Date | housed |

S/Laonl [ & o 5/AL71008

mrr [ | a2 [me | [ [wiam e [ | | e wer| & [mmeman| 1| mmer| 3 | o e

Interpreting and primting this page

RETURM TO QUERY I

Figure 14. TRACS Certification History List Screen
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11. Click on the Head Tenant Name link, and the TRACS Certification History
Detail Options screen (Figure 15) displays.

TRACS

Certification History Detail Options

Project/Contract Number: 55555555
Head Tenant SSN: 111111111
Head Temant Name: TENANTI, T A,
Effective Date: 1/1/2001

Change Sequence#: 3

1. Certification Discrepancies
2. Cextification Member Lisi

RETURN TO QUERY | RETURN TO CERTIFICATION HISTORY LIST |

Figure 15. TRACS Certification History Detail Options Screen

12. Click on the Certification Discrepancies link, and the TRACS Certification
Discrepancies screen (Figure 16) displays.

U.S. Department of Housing and Urban Development
TRACS Certification Discrepancies

Head Tenant Mame: TENANTL, J. & Certification Effeciive Date: 1/1/2001
Head Temamt S5M: 111111111 Project/Contract Number: 53555555
Tiscrepancy . < | Action [Meshe
Coig Desexipiion Recommendation |Required !m(
‘ CEI29 :]NTEREM EFFECTIVE DATE I AFTER. NEX(T ANNUAL RECERTIFICATION DATE EVERFYAND CORRECT EFFECTIVE DATE AND/OR: NEXT RECERTEFICATION DATE | 1 |_
‘ CEOLO |HOUSEHOLD APPEARS OVERHOUSED |COMPARE # OF BEDROOMS T0 # 0F HOUSEHOLD MEMEERS, AGES, AND' RELATIONSHIPS | 4 [
[ ssom |55 VERIFIED 55/551 INCOME; HaS DIFFERENT 55H FOR PERSON [RESUBMIT WITH VAL 55H [ &= iz
[ ssom |35 VERIFIED 58/8S1 INCOME; HAS DIFFERENT SSH FOR PERSON [RESUBRAIT WITH VAL S5H 5 [e
Printing this page
RETURN TO QUERY

Figure 16. TRACS Certification Discrepancies Screen

13. Click on RETURNTO QUERY 15 return to the TRACS Certification Query
screen, where a new project number, contract number, or SSN can be selected.

OR

Click the browser’s Back button to return to the TRACS Certification History
Detail Options screen.

14. Click on the Certification Member List link on the TRACS Certification
History Detail Options screen, and the TRACS Certification Member List
screen (Figure 17) displays.
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U.S. Department of Houstng and Urban Development
TRACS Certification Member List

Head Tenant Mame: TENANTL J. A
Head Tenant SSN: 111111111
Change Sequence #: 3

Project/Coniract Number: 35535555
Effective Date: 1/1/2001
Sorted By: Llember Number

Member [Menber
Frst Mhddle
Name | Initial

Menkrar
SSN

Member
Last
Name

[tmvam [mERr [ & [unmm |

|ALSOTENANT |TERRJ- | 111252333 ‘

Alien.
e
Tumh

Rduticnship [Mendver | Date 0f [Sex | Meanher | Special | Ocupation

Code  |[Number | Birth | Eligihility | Ststus | Description
| ‘ Code | Code
‘EG)’I?E? ’? ‘ EC ‘ |Ll\BDR

H inl
b

[Tm ‘113111990’?‘ EC ‘ |

Inierpreting and printing ihis page

RETURN T QUERY |

RETURN TO CERTIFICATION HISTORT ETAIL OPTIONS

Figure 17. TRACS Certification Member List Screen

15. Click on the browser’s Back button to return to the TRACS Certification
History Detail Options screen.

16. Click on

RETURH TO CERTIFICATIOM HISTORY DETAIL OFTIONS

to return

to the TRACS Certification History Detail Options screen.

OR
Click on

RETLIRMN TO QUERY

to return to the TRACS Certification Query

screen, where a new project number, contract number, or SSN can be selected.

94
Contract:

To display additional certifications for a Project or

From the TRACS Certification List screen, click on|__NEXT25 CERTS |,
display the next 25 certifications for the Project or Contract, and the TRACS
Certification Query No More Certifications Found screen (Figure 18)
displays when all certifications have been displayed.
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TRACS Certification Query

No certifications were found for the project/contract number requested.
Either no certifications existin the TRACS database for this projectfcentract or the number has been entered incorrectly. Click the RETURN TO QUERY
pushbutton to try another query.

(Cparation Status = 0, Application Status: certs not found)

RETURN TO QUERY

Figure 18. TRACS Certification Query-No Certifications were found Screen

9.5 To Report a TRACS Internet Certification
Query by Download:

1. Fromthe TRACS Certification Query screen, enter either Contract Number,
Project Number, or SSN in the appropriate field.

Select desired Sort By option.
Select Report By: Download option.

4. Click on M and the TRACS Certification List screen (Figure 19)
displays.

U.S. Department of Housing and Urban Development
TRACS Certification List

Please click here to download report,

<-Go Back

Figure 19. TRACS Certification List for Download Screen

5. Click on the Please click here to download report link, and a Security Warning
screen (Figure 20) displays.
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Warning: There iz a possible secunty hazard here. |

Opening:
055095 30200054 26859, 1tf uzing WINWIORD EXE.

Wwihen you download a file from the network., vou should be
aware of zecurty conzsiderations.

A file fthat containg malicious programming instructions
could-amage or otherwize compromize the contents of
your computer.

Y'ou zhould only uze files obtained from zites that pou st

Wihiat do pou want bo do with thiz file’?

v alwaps ask before opening this type of file
7| OpemOLE semerin-place

0k I Cancel |

Figure 20. Security Warning Screen

6. Click on the radio button next to Save it to disk to name and save the file to your
hard drive.

If aquery is submitted using the Report By: Download function on the query screen, the
datais reported in ASCII file format, which is downloaded to your PC’s hard drive. The
ASCII file is comma delimited so the user may import the datainto such database
packages as Microsoft Access or Microsoft Excel. The Header Field Names display at
the beginning of the downloaded file and are separated by commas. Following the
Header Field Names is the data returned from the query. The data displays in the order
of the Header Field Names (Figure 21).

25 Note: Anewfield, Active Certification, was added to the
Certification Download in the August 26, 2005 TRACSrelease. The
Active Certification field appearsiif records are searched by
Contract Number or Project Number.
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il TracsDownload[1].trx - Microsoft Word

Fil= Edit Wiew Insert Format Tools Table Window Help
Dl &% B v - 100% - || Courier New -1 - B I

LE---|---1---|---2---|---3---|---4---|---5---|---5---|

Contract Numnber:; Project Nunber; Last Name; First Name; Middle Initial; Head
33N: Unit Number; Effectiwve Date; Cert Type; Action Code; Action Effect Date;
Tracs Process Date; APy TTP: Annual Income; Adjusted Income; Gross Rent:
bzzistance 3tatus Code; Project or Contract Mumber; 3ubsidy Type: Previous
Contract MNurndker; MNext Recert Date; Bedroom Count; Over/Under Housed:; Mowve In
Date; Discrepancy Indicator; Active Certification

AEOB2021001; »OYALUK: OLIA; ; 567285552:1:05/01/2005, IR MO205/16/2005:06/08/2005:25813
;114:5444;4564;:927;N: 176EEQ026;7; ;03/01/2006; 1 U;03/05/2005; ¥:

AEOBZ021001; ;NEEKETA: NASTASIAN: N: 5741825992, 3:03/05/2005, M1-CT--05/23/2005,734,193
J8113:7713;:927:N; 176EEQ026; 7 ;03/01/2006;1; U0 03/05/2005: ¥ F

LEO65021001; »GOLIA;MIEE; ; 574140197,4;05/01/2005; MI; CT;;05/23/2005;762;165:6902;6
E92:927:N;176EECQZ6;: 7, :05/01/2006;1;;05/01/2005;¥:F

LEO63021001;  HANSON: WASSILY; W; 574108196, 5;03/07/2005; MI; CT; ;05/23/2005; 436,491 ;2
1275:19615;927:N; 176EEQ026; 7 ;03/01/2006;1; U 03/07 /2005 ¥ ¥

LEO65021001; ; MOXIE; GREGORY ;535360061 6703/11/2005; N1;CT;;05/23/2005;,346;,581;252
76:;23256;927;:N; 176EEQ026;7;;03/01/2006;:1; U;03/11/2005;¥%; ¥

+
2
¥
G|l= 3
Draw ~ [3 fukoshapes - ™ w [] O 43 - L-A-=
J @ —~ wuxd EH-&-0- - 2l 3l = .

Page 1 Sec 1 11 ak 3.3" Ln 16 Col 57 [EF

Figure 21. ASCII File
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